
Rent/Reserving 

City Facilities



How to reserve a Parks and Recreation Facility:

• All park and facility reservations MUST be made in person at 
the Parks & Recreation Administrative Office located at 3111 
Citizens Way. Any changes to reservation time, date, or hours 
must be made 3 weeks prior to the event date. Also, all 
changes must be made in person. 

• Applications must be completed and necessary documentation 
to include a Certificate of Insurance (if required), permits (if 
required for sound, alcohol, closures, etc.) as well as 
confirmation of security (if required) must be provided before 
a reservation can be booked and approved. 

• Rental payment as well as the deposit must be paid at the time 
of booking reservation. 

• All Park Services Facilities reservations are limited to (8) hours

• Recreation Facility rental areas can be rented three hours (3) 
minimum and up to eight hours (8) max.  

Columbus Parks and 
Recreation Rentals
Holli Browder, CPRP, 
AFO, CPO
Director, Parks and 
Recreation



How to reserve a Parks 
and Recreation Facility 
(continued):

Security Deposit will be refunded within 30 BUSINESS days after
event, provided there is no property damage and facility is left 
clean. The deposit will be a check mailed from the City Finance 
Department. 

The activities and events of the Columbus Parks and Recreation 
Department have priority over all other reservations.

Responsibilities of the Renting Party:
1. Shall clean up after the event.  Facility must remain in the same 

order in which it was found.

2. Shall follow the rules of the reserved facility.

3. Shall report any damages/incidents immediately. 

Responsibilities of Columbus Parks and Recreation:

1. Shall provide a clean and accessible facility.

*Columbus Consolidated Government/Parks and Recreation is not 

responsible for items lost/damaged/stolen.



Parks and Recreation 
Rental Areas:

Park Pavilions available for rental:

• Amphitheater, Britt David Pavilion, Carver Park #1, 
Carver Park #2, Carver Park #3, Cooper Creek #2, 
Cooper Creek #5, Cooper Creek #6, Frank K. Martin 
Pedestrian Bridge,  Flatrock Trail, Friendship Hall, 
Front Avenue Gazebo #2, Front Avenue Gazebo #3, 
Front Avenue Gazebo #4, Heath Park, Lakebottom 
Band Shelter, Oxbow Park Festival Field, Oxbow Park 
Pavilion, Riverwalk, Rotary Park Pavilion

Recreation Facilities available for rental:
• Columbus Aquatic Center, Frank Chester Recreation, 

Lake Oliver Marina, Northside Recreation, Psalmond
Road Recreation, Shirley Winston Recreation 



Steps to Obtain a Permit 

• Obtain the correct permit for your event
• Amplified Sound Permit
• Parade Permit 
• Festival Permit 
• Public Demonstration and/or Picketing Permits 
• Restaurant Viewing Permit
• Temporary Street Closure Permit

• Once the permit is filled out either:
• Drop it off at the Public Safety Building
• Scan it/take a picture and send it via email to:  

katinawilliams@columbusga.org AND 
rivera.amanda@columbusga.org

• The permit is transferred over to an approval form.

mailto:katinawilliams@columbusga.org


Steps to Obtain a Permit
• Once transferred over to the approval form, the Chief of Police either approves or denies the permit, 

either way it is signed and 
• Sent via the email that was written on the application or 
• A phone call is made to the applicant letting them know that their permit is ready to be picked up 

at the Public Safety Building.

• For a Temporary Street Closure Permit you MUST have your application submitted 30 days prior to 
your event.  

• All Parade, Festival, Picketing and Public Demonstration Permits MUST be submitted 10 days prior to 
the event.

***Festival, Picketing or Public Demonstrations with 15 or less participants require a written 5 hour 
notice to the Chief of Police

NOTE: It is the duty of the applicant to contact law enforcement to arrange security for their event.  Law 
Enforcement work these events in an off-duty capacity.     

See City Ordinance Chapter 17B for more details 
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CITY OF COLUMBUS,GA  
ALCOHOLIC BEVERAGE 
SPECIAL EVENT PERMIT



WHAT IS AN 
ALCOHOL 
SPECIAL EVENT 
PERMIT?

• An Alcoholic Beverage Special Event Permit 
authorizes the sell and/or service of Liquor, 
Beer or Wine during private or public special 
events (i.e. fundraiser, festivals, concerts, 
grand openings, holiday celebrations, 
receptions, special occasions, etc.) for 
consumption on the premises of the event.  

• The permit is subject to all laws and 
ordinances regulating the time for selling 
and/or serving such beverages and only valid 
at the location specified for the event.

• Events cannot exceed three (3) consecutive 
days.

• Alcoholic Beverages must be purchased from a 
licensed Alcoholic Beverage 
Wholesaler/Distributor.
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Who Can Apply for an Alcoholic Beverage Special Event 
Permit?
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• Only Bona Fide nonprofit organizations as recognized by the Internal 
Revenue Service (pursuant to the provisions of subsection (c), (d) or 
(e) of 26 U.S.C. Section 501);

• Business establishments that hold an On-Premises Mixed Drinks, 
Beer, and/or Wine alcoholic beverage license, with the exception of 
establishments licensed under the category of a “Non-Alcohol Retail 
Establishment”, pursuant Section 3-1(gg) of the Columbus Code.   The 
same business establishments can also apply for a permit to cater 
alcoholic beverages for a special event. 



HOW TO APPLY
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• Applicants shall submit a completed Alcohol Special Event Permit request 
with a non-refundable $25.00 administrative processing fee, for each event, 
to the  Finance Department-Revenue Division at least 30 (thirty) days before 
the event.

• Request can be mailed to:

• Finance Department-Revenue Division, P.O. Box 1397, Columbus, Ga., 
31902

• Finance Department-Revenue Division, 3111 Citizens Way, Columbus, 
Ga., 31906

• Or Emailed to:
• yivey@columbusga.org  and cfarley@columbusga.org



OTHER REQUIREMENTS
• Link to State requirements to apply for State Alcoholic 

Beverage Special Event Permit for Non-Profit Organizations:  

http://dor.georgia.gov/special-event-non-profit 

• Link to State requirements for State Alcoholic Beverage Special 
Event Permit and/or file Alcoholic Beverage Catering Quantity 
Destination Report for business establishments:

http://dor.georgia.gov/special-event-use 
https://dor.georgia.gov/att-ca-1 11



CSC Community Room/Grounds at CSC
Government Center Plaza/Grounds 

• Columbus Consolidated Government website – https://ccg-
domino9.columbusga.org/APPL/CCGFacilitiesReservations.nsf/Reseva
tion%20Form?OpenForm

• Click on reserve a room

• Select room type 

• Select date

• Select start time

• Select end time

• Then check room availability

https://ccg-domino9.columbusga.org/APPL/CCGFacilitiesReservations.nsf/Resevation%20Form?OpenForm


CSC Community Room/Grounds at CSC
Government Center Plaza/Grounds 

• If the room you selected is already booked, you will not be able to 
proceed, until you have chosen another date or time. 

• Then you will be prompted to the meeting information screen to fill out 
meeting information. 

• Once accurately completed you will receive approval from staff.

• If you do not receive approval confirmation, you have inaccurately filled 
out the meeting information.

*All outside reservations at CSC and/or the Government Center must be 
approved by the Deputy City Manager(s). *



CSC Community Room/Grounds at CSC
Government Center Plaza/Grounds 

City Responsibility Citizen Responsibility

• Verify room is set up properly 
prior to start time (at least 30 
mins.) and if not notify 
appropriate staff. 

• No moving of chairs, tables, 
podium and equipment.

• Citizen requesting changes to 
reservations must be received at 
least 24 hours in advance.

*The buildings are not open on weekends, or after hours. 
Reservations cannot be scheduled prior to 8:30 AM. A $30 

per hour security fee will be applied to any reservation taking 
place after 5:00 PM.*



Bull Creek 
Golf Course 



Booking an Event at the Trade Center



How to Reserve Your Space

All event spaces must be reserved in advanced to include indoor 
and outdoor space.

• Call our front desk at 706.327.4522

• Email one of  our Event Coordinators (emails are listed on the Trade Center’s 
Website under Staff  tab)

• Contact us on Social Media (Facebook, Instagram, Twitter, Wedding Wire)

• Request a Planning Kit on our website at 
http://columbustradecenter.com/request-a-planning-kit/

• Come by our office in person Monday – Friday from 8AM-5PM (night and 
weekend hours vary based on current event schedule)

http://columbustradecenter.com/request-a-planning-kit/


Client Information

• Name

• Company/Organization Name (if  
applicable)

• Phone Number

• Email Address

• Preferred method of  contact

• Event date(s)

• Type of  Event

• Number of  Guests expected

• Once we receive information from the 

client, one of  our Event Coordinators 

will look up availability and contact the 

client with date availability and pricing. 

• If  the client decides they want to book 

the space, we will then request 

information to build a lease agreement 

which will include who the lessee will 

be, primary contact, billing contact, 

and on-site contact. Larger events 

(especially corporate/fundraisers) 

usually have multiple contacts. 

• The lessee will also be required to get 

event insurance and abide by all 

policies, date deadlines, etc. listed in 

the Lease Agreement.





Columbus Civic 
Center

Civic Center Facility Rental:

• Please contact the Civic Center Events Team at (706) 225-
4882 to check date availability.

• This includes interior use and exterior grounds.

• The Events  Team will talk with you about your event needs 
and work up a cost to determine what is required to create a 
successful event. 

• A Certificate of Insurance is required for all events.



FIREWORKS DISPLAY

PERMIT PROCESS



DEFINITIONS

Public exhibition or display of fireworks-

Means the use of pyrotechnics, display fireworks, consumer 
fireworks, or any combination of these for any purpose 
relating to the amusement or entertainment of the public 
that does not occur within a building or structure before a 
proximate audience; provided that such term shall not 
include the private, personal use of consumer fireworks by 
the public.

Sponsor-

Means the organization (person, group, or government 
agency) that arranges with a duly authorized fireworks 
supplier for its services in presenting a fireworks display or in 
providing fireworks for use in a display.

Operator-

Means the person with overall responsibility for the 
operation and safety of a fireworks display.



PROCEDURE
1. Secure permission from the legal property owner to conduct a public fireworks display.

2. Secure an agreement with a competent display Vendor/Operator concerning the 
desired fireworks display.

3. Contact the Probate Court of  Muscogee County to obtain a permit application packet.  
(This step is usually conducted by the Display Vendor/Operator)

4. As part of  the satisfaction of packet requirements, the Fireworks Display Vendor shall 
contact Columbus Fire & EMS to schedule a pre-event site visit before 
Acknowledgement and Waiver is granted.

5. Upon satisfactory review and approval of the permit packet, Columbus Fire and EMS 
will issue a valid PERMIT FOR FIREWORKS DISPLAY.

Local Fire Dept. Notice, Acknowledgement and 
Waiver, Application for Permit, Affidavit of 
Competency, Affidavit of Insurance, Probate 
Court Order granting Permit, 

Certificate of Liability Insurance, BATFE License, State of 
Georgia Proximate Audience Fireworks and/or 
Pyrotechnics Display License, and associated required 
exhibits to include site plan and display description

The permit packet contains several requirements to include:



Applicable 
Codes and 
Rules

• Rules and Regulations of the State of 
Georgia 120-3-22

• NFPA 1123 Code for Fireworks Display (2018 
Ed.)

• OCGA 25-10-1

• OCGA 25-10-3

• OCGA 25-10-4

• OCGA 25-10-5

• OCGA 25-10-8



Probate Court –
Permit to Conduct Public Fireworks Display

Citizens must complete an application for fireworks

Once application is filed and $30 fee is paid the Probate 
Court Judge will sign a notice that goes directly to the Fire 
Marshal

Once Probate Court receive the acknowledgment back from 
the Fire Marshal the Judge can sign the order as long as 
there is no objection. 















For General Questions, Contact 
City Manager’s Office at 
706-653-4029 or 706-225-3108 


